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APPROVED DIRECT DEPOSIT 

• Verify account and 

routing numbers off your 

check. Do NOT use 

deposit slip information 

• ROUTING NUMBERS 

–NFCU: 256074974 

–USAA: 314074269 
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APPROVED ADSW ORDERS 

• Start date and end date are not adjustable.   

 

• All accrued leave must be used prior to end date or be sold back. 
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APPROVED COMBAT ZONE PAY ENTITLEMENTS (IN THEATER) 

• Hostile Fire/Imminent Danger Pay  

• Hardship Duty Pay – Location 

• Combat Zone Tax Exclusion 

• Combat Zone Tax Exclusion Leave 

• Savings Deposit Program 
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APPROVED HOSTILE FIRE/IMMINENT DANGER PAY 

• All pay grades will receive $225.00 per month (tax free). 

• Eligibility: You must be in theater for at least 1 day to receive hostile 

fire pay for that entire month 
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APPROVED HARDSHIP DUTY PAY 

• Hardship duty pay is payable to service members assigned to 

locations that are considered hardship; such as, Afghanistan; 

Djibouti, Africa; Iraq and Kuwait 

• The amount of hardship duty pay is determined by the location.  Pay 

for the above locations is  ($100.00) 

• Eligibility: You must serve in the hardship area for at least 30 

consecutive days 
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APPROVED COMBAT ZONE TAX EXCLUSION PAY 

• NOTE!!  Bonuses and special pay are excluded from Federal tax 

income. 

 

• NOTE!!  Everyone must continue to pay FICA Social Security Taxes 

and FICA Medicare Taxes. 

 

• Please check with your State Revenue Department to see if you will 

be exempt from paying State taxes.  
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APPROVED COMBAT ZONE TAX EXCLUSION LEAVE 

• All leave that is earned while you are in a combat zone area is TAX 

FREE 

• Any leave you take that is tax free will automatically be credited to 

your pay account.  No documentation is required. 

• Your LES will show the number of leave days you’ve earned that are 

tax free. 
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APPROVED BASE PAY AND ALLOWANCES  

• BASIC PAY- Current pay chart available at http://www.dfas.mil 

• BAS -  All pay grades are entitled to BAS 

– Officers will receive $223.04 

– Enlisted personnel will receive $323.87 
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APPROVED BASE PAY AND ALLOWANCES  

• BAH- Will be based on the address listed on your orders.  

• GSA- For a member with or w/out dependents, the rate of payment 

for BAH is first and foremost, based on the member’s current 

permanent duty station (PDS).  

– CO (or equivalent), may authorize a member BAH based on the location of the 

dependents’ at the previous permanent duty station. 

– PERS approval is required to move dependents to another location CONUS. 

– OPNAV approval is required to move dependents to another location OCONUS. 
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APPROVED BASE PAY AND ALLOWANCES  

• COLA –  Not all locations are authorized Cost of Living Allowance.  

It is determined by the zip code. 

• FSA - You must be separated from your dependents for at least 30 

consecutive days.  All Pay Grades will receive $250.00 per month 

(tax free). 
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APPROVED BASE PAY AND ALLOWANCES  

Eligibility for FSA: 

• Your Page 2 must state that you have dependents and that they 

reside with you.  If you do not have physical custody of your 

dependents, you are not eligible for FSA. 

• You must complete an FSA request form 
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APPROVED BASE PAY AND ALLOWANCES  

Clothing Allowance: 

Authorized on a yearly basis; however, if you’ve received a clothing 

allowance while on active duty within the last 3 years, you will not be 

eligible. 
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APPROVED SAVINGS PROGRAMS 

SAVINGS DEPOSIT PROGRAM (SDP): 

Amounts up to $10,000.00 may be deposited, earning 10% interest annually. 

Members must be receiving Hostile Fire/Imminent Danger Pay and be deployed  

for at least 30 consecutive days, or 1 day in each of 3 consecutive months in  

order to participate in the program. 

 

• You may sign up for the SDP once you arrive in theater. 

• You will ONLY be taxed on the INTEREST. 

• Once you leave theater, after 120 days, DFAS will credit your money directly 

into your bank account. 

 

Withdrawals:  

• Members may close their SDP accounts only after departing the combat 

zone.  

• Members may submit a withdrawal request on-line using myPay. 
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APPROVED THRIFT SAVINGS PLAN (TSP) 

• Can contribute as little as one percent up to one-hundred percent of 

basic pay, plus any amount of incentive pay or special pay, 

including bonus entitlements. 

 

• At any time while serving in the military, you can  start, stop or 

change the amount of your TSP contribution. 

 

• The limit for 2010 is $16,500. 

 

• Please visit the website:  www.tsp.gov 
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http://www.tsp.gov/
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APPROVED ADVANCE PAY - ONE MONTH 

FOR RESERVE COMPONENT ONLY 

 

ELIGIBILITY: 

 

• Reserve component member in receipt of orders to active duty for 

140 days or more. 

 

• Pay back in 3 months. 
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APPROVED WEBSITES 

http://www.dod.mil/dfas 

 

 

https://mypay.dfas.mil 

 

 

https://secureapp2.hqda.pentagon.mil/perdiem 
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Temporary Duty Travel 
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Preparation of TDY Travel Claims 

 

This slide show is presented as a job aid for military members who are 

performing Temporary Duty (TDY) travel and must submit a travel 

claim (DD Form 1351-2) for reimbursement, or to close out any 

previous advances. 

 

All settlement TDY travel claims must be submitted within five calendar 

days upon completion of travel. 
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Preparation of TDY Travel Claims 

IA Travel Claims 

Travel claims must be filed with the assistance of the ECRC or NAVCENT DET 

Admin personnel even while you are in a combat zone. 

Travel claims are submitted for expenses related to and authorized by IA orders 

such as: 

 a.  Initial: parent command or home to training. 

 b.  Incidental expenses (IE): monthly “field per diem” payable at $3.50 per day.  

Payable every 30 days. 

 c.  Final: redeployment to parent command or home. 

Anticipate claims to be processed within 30 days of receipt. 

While in CONUS training, travel claim processing will be worked by the PSD who 

supported you while processing through your NMPS 

If you are not ultimately being assigned to a combat zone, submit all travel 

claims to the personnel office that services you IA assigned command. 
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Preparation of TDY Travel Claims 

Travel Claim Tips 

Be advised for ALL travel claim processing: 

1. Receipts required for transportation and lodging.  If receipt is not available 

other proof of purchase can be submitted on a lost receipt certificate 

obtained from your travel settlement office. 

2. Government meal and lodging rate is paid unless orders specifically 

endorsed NOT AVAILABLE. 

3. Transportation and lodging reservations must be secured through NAVY 

SATO to ensure full reimbursement. 

4. Passport fees not reimbursable unless authorized by orders. 

5. ATM fees are not reimbursable for times when transportation and lodging 

are not being claimed. 

6. Government charge card late and expedite fees are reimbursable items. 
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Preparation of TDY Travel Claims 

Travel Claim Tips 

 

Reimbursement for mailing Personal Property 

 

1. Active duty IA’s are NOT authorized reimbursement for mailing of 

personal property.   

2. Reserve personnel are authorized reimbursement for postage not to 

exceed amount specified in IA orders (500 lbs).  If authorized, 

reimbursement for postage is submitted with receipts on a separate travel 

claim to the Personal Property Office via ECRC. 
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Preparation of TDY Travel Claims 

Travel Claim Tips 

Reimbursement of Miscellaneous Expenses 

 

a. There are a few expenses that although not reimbursable via a travel 

claim can be submitted to NPC for authorization for reimbursement.  An 

example of these official business expenses would be name tapes and 

insignias for issued DCU’s and any fee for sewing them on.  PT gear, 

although required, and not always issued, is not approved for 

reimbursement. 

b. Submit receipts via SF 1164 (Claim for Reimbursement of Expenditures 

on Official Business).  Use DD form 2902 to claim reimbursement for any 

privately-purchased protective, safety and health equipment used in 

combat.  Again receipts required. 
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Preparation of TDY Travel Claims 

To begin your TDY claim process you will need: 

 

a. Your original TDY travel orders and any amendments. 

b. DD Form 1351-2 (revised March 2008). 

c. Receipts for lodging, and any item $75.00 or more. 

 

Important! 

A complete and legible travel claim is required to receive correct and 

timely reimbursement. 
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Preparation of TDY Travel Claims 
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Preparation of TDY Travel Claims 

Mark all the applicable blocks, entitlements will 

not be paid for blocks not marked! 

Important! Indicate your 

current mailing address. 

List your 

unit/command 

 

List your total travel 

advance.  Do not include 

advance pay. 
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Preparation of TDY Travel Claims 

Enter the year in which travel began. 

Enter the month and day of each departure and arrival. 

Enter each departure and arrival made in conjunction 

with these IA TDY orders.  List units as necessary. 

Two letter code for mode of travel. 

Official mileage 

from the old to the 

new duty station 
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Preparation of TDY Travel Claims 

This itinerary shows multiple modes of travel. 

Enter the month and day of each departure and arrival. 

Enter each departure and arrival. 

Two letter code for each mode of travel. 

Two letter code for each mode of 

travel. 

Official mileage. 
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Preparation of TDY Travel Claims 

You MUST sign your claim and have an Approving Officer 

signature for your claim to be processed.   

 

An Approving Officer signature is required. 

Signatures should be in blue ink. 

Leave Blocks 22 through 28 blank 
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Preparation of TDY Travel Claims 

Here’s what to mail: 

 

• DD-1351-2 (ver. Mar 2008) and any continuations sheets 

• Original orders 

• Any amendments to orders (originals) 

• Receipts for items over $75 

 

Send your claim to your Command PASS Coordinator 
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Preparation of TDY Travel Claims 

Additional information about TDY entitlements are detailed in Chapter 5 of the JFTR: 

http://www.defensetravel.dod.mil/perdiem/trvlregs.html 

 

If you need more room to claim additional items, use DD Form 1351-2C Continuation 

Sheet. 

If you need space to record remarks, use the space provided on the reverse side of 

the DD 1351-2. 

http://www.defensetravel.dod.mil/perdiem/trvlregs.html
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